
OFFICE OF THE SECRETARY 0 
DEPARTPENT OF ARCHIVES AN , -  RECORDS MANAGEMENT 0 1  

-7% - r INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. korward signed original 
Department of Archives and History, Records Management Division, 330 CaDitol Avenue, Atlanta, Georgia, 303 
Attention: Scheduling Section. 

FOR AGENCY USE 1. Agency Address 

ipplicarion Date Department o f  Educat ion 

ipplication Number Twin Towers East, 16 th  F l o o r  
O f f i c e  b f  A d m i n i s t r a t i v e  Serv ices 

A t lan ta ,  Georgia 30334 

1. Dates of Series 
iarliest Latest 

1975 To Date 
I-.--I_ I. 

~ . 
~ 

t. Person to Contact Working Title 

5. Records Series Title (followed by title used in off;ce; if different) 

ADMINISTRATIVE SERVICES CIRCULAR LETTER FILES 

~____  

FOR RECORDS MANAGEMEn 
I ~~ 

Application Number 

Telephone F 

NO CHANGE 

- - - 
I. Record Series Description 

Documents relating to: 

NO CHANGE 

This f i le contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

Included are: 

NO CHANGE 

File is arranged: 

-_ ~ ~~~ 

NO CHANGE 
3. Monthly Reference Rate 

One to six months old 

twenty-five months and older 
3. Annual Rate of Accumulation of Records 

Letter-size drawers ----; Legal-size drawers ;Shelves ;Other (specify) - 

~ _ ~ _ _ _ _  
How often are records referredto which are: 

'. 15 ; Seven to &eke months old -&.; Thirteen to twenty-four months old __ 

~. __ .- ? .? 3 

,r 
~~~ 

R--50-71; Rqv. 76 1. . (over) ? 



~. NO J 
x 

. ..- 
-7- '. ~~ -. ? L ' 

10. Questionnaire (Place an ?X'' in the proper column) -~ 

T.' , 
~ ~~ I f  not, where-is it? -~ - 

r ,~ .' 

- 
a. I s  this the official copy of the series? 

. .  . 
8, 

b. Does the series contain confidential information requiring security handling? If yes, c'te law or regulation. 
. .  

~~ ~ --__ I - ~~. 

~ - .  __ ~~ c. ~~~~ I s  this a vital record? 
~ 

d. Does this series have h~&o&al or long term research value? 
e. When one or two documents in the f i le  make it necessary to.keep the entire f i le for a long period, could these 

~ d n c u m e n t s  bescheduled~gnaratelv? .~ . ~~~ 

the information wntaLnedin_msprier ever Dublished? If yes. anac h CODV. 
~- 

g. I s  the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. I s  there a duplication of this series in your office, or in another office or agency? 
.. ~ ~- Jfxs attach COPY .- - ~~~ 

~~~ ~ - 

...____________ If ves. where? 
~ -i.~-ls lh is series lQr a m ~ ' ~ ~ o n Q ~ _ f i t ~ ~ e g l r l a r l y ~ _ m j a o f i l m e d ?  __ - .. - 

_iLDnesWec~rhseries~r~es.~It in a cmwut er orintout? 
11. Retention Requirements The following requires the series to be kept: 

~~~ ~ ~ ~- = - ~~ -~ ~~ 

d. A u j t  p e r i a  years. a. State Law . -.-years. 
b. Statute of limitation years. e. Administrative need _- years. 
c. Federal law -.~--.years. f. Federal retention instructions -~ . -years, 

Attach copy or excert of laws or regulations. Explain administrative need. 

Adminiztrative need of 4 years is due to an increase in the monthly reference rate 
after twenty-five months. 

-~ .. ~ , . ~ ~~. 

- -  ._ ._ .- - 
2. Approved Disposition Instructions This agency recommends that the fi le series be cut off a t  the end of each: 

Calendar Year; 0 Fiscal Year; 0 Other then, 

. year(s); then 4 Db Hold in the current files area - -month(s) 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
h Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yeads); then 
yearb); then 

These instructions apply to a l l  prior and future accumulations of the series. 

&i& . -- Date Records Mana ement Officer (Signature) I Date 

Y V w State Records Committee (Signature) 
~ 

iecomrnendations in para- 
raph 12 are approved. 
If disapproved, attach letter 
If explanation.) Secretary of StatelDesignee 

State AuditorlDesignee ____ 

Date x 
+%(&- 

Attorney GeneraVDesignee ~ 

3-50-71; Rev. 76 



FOR AGENCY USE -~ 1. Agancy Address 
rDpliutioi Dste Department of Education ; 

Off ice  of Administrative Services  
Twin Towers East,  16th Floor 
At lan ta ,  GA 30334 

-_ 
rppliution Number 

I.~ ~- __ 
~~ - ___________ 

c. P AmendAppliqtion No. 7 7 - 1 8 4 - A  Check One: 0 Change; KKS=@e; 0 Void 
1. DatesofLrin ~ & i & - S i T i l e  (followed by title used in office; if different) 

FOR RECORDS MANAGEMENT USE ____ 
Application Number 

Date Received Dac Completsd 

MAy-2 8 1982 I mN . 8  1982 
~ ~ - ~ 

- 

iarliest Latest 

1975 I To Date 
_I- 

The Off ice  of Adminis t ra t ive Services  i s  respons ib le  f o r  providing support ive 
)o both t h e  S t a t e  Department of Education and loca l  school  systems through F i s c a l  Serv ices ,  
T a c i l i t i e s  and Transpor ta t ion ,  Regional Education Serv ices ,  Public Information and Pub- 
l i c a t i o n s ,  Publ ic  Library Services  and Local Systems Support, including School Food and 
Vutrit ion,  USDA Food Dis t r ibu t ion ,  S t a t i s t i c a l  Services  and Textbooks. 

ADMINISTRATIVE SERVICES CIRCULAR LETTER FILES 

- ----- - 
'. Record Series Description This file contains the followi& documents (include form numberr and titles, If any): 

Attach samples of the file. 

educat ional  s e rv i ces  and resources .  
Documentsrelatingto:assisting l o c a l  school systems by providing them with var ious s t a t e  

1ndudedare:circular let ters from t h e  Associate S t a t e  Superintendent of Administrative 
Services  t o  l o c a l  school systems r e l a t e d  t o  coord ina t ion  of a c t i v i t i e s  between 
t h e  l o c a l  school  sys t ems  and t h e  S t a t e  Department of Education. 

File iserran&: chronological ly  by da te .  

-_I_.___- 
%lonthly Referena Rate 

one to six months old 
How often are records referred to which are: 

-: Seven to twelve months old 
i 

; Thirteen to twenty-four months old 

twenty-five_n?o_nt&nd.e __  ? 
I. Ann@ Rate of Accumulation of Records 



I NO 10. &O#OWU . irr ( P h  M "X" in the proper column) ' P '  
a. Is th is  the official cow of the orior7 

b. Doer the series contain m f i i t i a l  information requiring security handling? If yes, Cite law or regulation. 
If not. wher e is k? . -  

Y 1 

- 
11. I1 

ik make it necessary to k .. 

a. State Law yam. d. Audit period I years. 
b. Statute of limitation years.. e. Administrative need ,~. ----years. 
c. Federal law -wars. 1. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain dmi&stratik Ged. 
. .~ - 

. -  ~ - .  
.. 
~. ~ 

, ~.~ - .~ . .  . .  

-! I . _I. 

0 Transfer to State Remrds Center; hold 
0 Destroy. 
PD Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yeark); then 

These /nstructions apply to a l l  prior and future Icarmulationr of tha aeries. 

Recommendations in wa- 
graph 12 are approved. 
/If disappnwed, amd, btha 
of explanation.) 



. .. I ~. ... , . 4374-20 
, _-_~ p i  * .~ . .. 

. .  ' . ' - ' ~  ~ I T  
~7 , : 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

FOR AGENCY USE 
pplication Date 

. 
pplication Number 

~ INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this formiForward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 

1. Agency Address FOR RECORDS MANAGEMENT USE ' 
Department of Education Application Number 

O f f i c e  of Adminis t ra t ive  Se rv ices  
233 S t a t e  O f f i c e  Bui ld ing  
A t l a n t a ,  Georgia 

7-3S4-A 
Date Received Date Completed 

\ - 2 \ - S l  I / - Z r l - < \  
~~~ _ _ ~  . Person to Contact Working Title Telephone Number 

4ary Anne Bauer P r i n c i p a l  Sec re t a ry  65 6-2 43 8 

. Action Requested 
____ r -~ _ _  

a. 0 Establish Retention Schedule; record will continue to accumulate. 
b. 0 Dispose of present accumulation: no further accumulation anticipated. 
c. N Amend Application No. - 184 - Check One: 0 Change; 0 Supcede; 0 Void . Dates of Series 

arliest Latest 
5. Records Series Title (followed by  rifle used in office; if different) 

To Date Adminis t ra t ive  Se rv ices  Local School System Ass i s t ance  F i l e s  

. Division and Office Function 
rhe O f f i c e  of Adminstrat ive S e r v i c e s  i s  r e spons ib l e  f o r  providing suppor t ive  services t o  bo t  
the  S t a t e  Department of Education and l o c a l  school  systems through F i s c a l  Se rv ices ,  
F a c i l i t i e s  and T r a n s p o r t a t i o n ,  Regional Educat ion S e r v i c e s ,  P u b l i c  Informat ion  and 
Pub l i ca t ions ,  P u b l i c  Library  Se rv ices  and Local Systems Support ,  i nc lud ing  School 
Food and N u t r i t i o n ,  USDA Food D i s t r i b u t i o n ,  S t a t i s t i c a l  S e r v i c e s  and Textbooks. 

What is  the function of the Division and the Office in which this record series i s  created? 

'. Record Series Description This f i le contains the following documents (include form numbers and rifles, if any): 
Attach samples of the file. 

Documents relating to: a s s i s t i n g  l o c a l  school  systems by provid ing  then wi th  va r ious  state 
educa t iona l  s e r v i c e s  and r e sources .  

Included are: correspondence and any o t h e r  documents r e l a t e d  t o  the c o o r d i n a t i o n  of 
a c t i v i t i e s  between t h e  l o c a l  school  s y s t e m s a n d  t h e  O f f i c e  of Adminis- 
t r a t ive  Se rv ices .  

File isarranged: a l p h a b e t i c a l l y  by l o c a l  school  system. 

.~ 
I. Monthly Reference Rate How often are records referrkd to which are: 

One to six months old --; Seven to twelve months old ; Thirteen to twepty-four months old -; 

I__ . .  ~ twenty-five months and older .? 
* .~ b. Annual Rate of Accumulation of Remrds,..- . \\ 

' ; Other (specify) 
. .  

Letter-size drawers -+--: Legal-size drawers 2 ;%elves .. 

. ,  R-50-71; Rsv. 76 ' . '  . ,  
1 .  , . ; . .  



. 
A- 

' ;. I .. ~ & . ,  
~ - 

~. - 
security handling? I f  yes, d t e  law or regulation. - -  

X c. Is this a vital record? 

X d. Does this seriesaxe-h.istorical or lonpterm_re~arch_value?_. ~ ' . -- 
e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 

f. ' I s  t h a ' i n f o r m ~ i ~ ~ ~ ~ ~ i n e d ~ n ~ h i ~ r i ; ~ ~ ~ e r ~ ~ . ~ l . i i h e ~ ~ ~ ~ ~ ~ a ~ ~ c h  KQY 

g. Is  the information contained in this series ever analyzed aridlor recorded in a summarized report? 

h. Is there a duplication of this series in your office, or in another office or agency? 

documents be scheduled sepaiatelv? - X 
X 

X I f ~ a C m L - - . - -  ~- ___ , -  

. i  

X I f  ves. where? 
i. Is this series (or a m a i a r ~ f ~ ~ Q . ~ . Q f i t L r . ~ l ~ r ~ ~ r ~ f i l m e d ?  .- 

.- c i a  resukb-a er Drum& 7 rwds cwwut  x LDo- 
1. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years, 
b. Statute of limitation years. e. Administrative need 5 years. 
c Federal law years. f. Federal retention instructions -years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

' :  
. .  
Y 

.. . .  . . , .  .~ ,. . .. . . . .. < 
. .  . .. 

-_l__l_.._ ___..,-.-.~-.I____ ~ -- I_ __ 
2. Approved Disposition Instructions This agency recommends that the fi le series be cut off a t  the end of each: 

LB Calendar Year; 0 Fiscal Year; 0 Other 

month(s) f; yeads); then 

. .  
-then, 

IB Hold in the current files area 
0 Transfer to local holding area; hold -.-.-year(s); then 
0 Transfer to  State Records Center; hold 
0 Destroy. 
I3 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

year(s); then 

, 

~~ , 

, .  
.. . . . 1 . -  - 

These instructions apply to all prior and future accumulations of the series. 

hcomrnendations in para 
raph 12 are approved. 
I f  disapproved, attach letter 
if explanation.) 

__ 
i . .  . . ,. 



HISTORY 
ISION 
~ ~ . - - ,  - 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

4. Dates of Series 
Earliest Latest 

1963  TO Date 
~~~ ~. ~ ~ 

5. Records Series Title (followed by title used in office; if different) 

. .  ..LOCAL SCHOOL- SYSTEM ASSISTANCE  FILES Fj: ’ .  - 5 :‘:!K-. ?; K 
.~ . ,  

The Office of Administrative Services directs and coordinates supportive 
services to both local school systems and the State Department of Education through 
a variety of activities including, but not limited to, planning and evaluation, 
school food services, school plant services, school transportation services, liaison 
with local school systems, accounting services, grants management, financial review, 
EDP systems and procedures services, surplus property services, publications and 
information services, and general services. 

_I__ ___ _ I  __ I-__ 

7. Record Series Description 

Documents relating to: assisting Iota1 school systems \by prbviding them with various state 

This  file contains the following documents (include form numbersand rirles, if any): 
Attach samples of the file. I educational se-rvices and resources, 

Included are: correspondence and any other documents related to coordination of activities 
between the local school systems and the Office of Administrative Services. 

,.= : 
Fileisarranged: alphabetically by school system. . .i -, 

I 

; Thirteen to twenty-four months old L-, 
. 

__ 
How often are records referred to which are: 

One to six months old 4 ; Seven to twelve months old 
twenty-five months and older- 1 _-? __- -_  ..__ ___ 

Letter-size drawers ; Legal-size drawers 2-; Shelves -# . Other (speciw) 

-.-. .~ I 
AR--50-71; Rev. 76 (Over) 



. .  - . . ~  ~ --- . .  - -.-_ ~~~*~-r--._-;.- ~ __ 
___ Quenionnaire (Placc~an "X" in the proper column) .. * :  C d  a. Is this the official copy of the series? 

.- -_.lf.n~~~whereis it? ~ - - _ ~  
I x I h, boes the series contain confidential information requiring security handling? If yes, cite law or regulation. 

.~ ,~~ . . -  ~ . -. - - 
Hold in thecurrent ~ files .~ ar'ea .. .... ' -month(s) ~. ~5 -_Iyear(s);then '- 
Transfer tolocal holdingsr8a. hold 
Transfer 6 State RecbidsCenter; hold 

-year(s); then 
-~ year(s);then 1 . . .  . .  ;. . 0 Destroy. ~~~~ 

Transfer to State Archives for permanent retention. 
' 0 Other (SpecifyJ 

_I_ 

I 
~ 1 _ -  - ~ c. Is  

-- d. --- Does this series have historical or long term research v x  
a vital record? 

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 

f a e  infwmation co ntained in this w i e s  evecpublished? If ve5. attach coov. 
1 1  t* 
$: ICthebforflation contained in th is  series ever analyzed and/or recorded in a summarized report? 

h. Is there a duplication of th i s  series in your office, or in another office or agency? 

lli__-. I - - _- - - d Q c u m s n k b . s & !  Iv? 
~ 

1 .  

.lfJ!?Z m-w. _I_-_ _ _  
_______ .__I- I___.... 

I_- 

~ .~ 
i l m e L - - -  

_ 

__~I____ years. .I--,years. 
a. State Law 0 years. 0 years. 

c. Federal law 0 years. 0 years. 
b. Statute of limitation 0 15 

. ,  

. .  

, __  __ ~_lll _. -I-_ 

. .  . . ~~ ~ 

then, 
. ..  . . .  

m 
0 
0 

# -ti Records Comrnit$es" lS;gnatue) Date _d I Recommendations in pa ' 

I I f - 9 - 7 4  
J 

graph 12 are approved. 
(If disapproved, attach letter 
of explanation.) 

State AuditorIDesignee 

I I I J  . 
GeneraVDesignee 

AR-50-71; Rw. 76 IRavaru Side1 


